
 
 

Newlook Vision Group Inc. is looking for  a full-time Bilingual customer service representative, E-Commerce. Reporting 
to the Senior Director, Communication - Marketing. This person will work at our offices located at 4405 chemin du Bois-
Franc in Ville St-Laurent.  

 
Summary 

 
The incumbent is responsible for coordinating various activities such as correspondence, calls and requests related to 
e-commerce and stores. This customer service agent must have a positive attitude, a caring nature and a top -notch 
customer service skills to make an impact on our customers’ day.  

  
Main Responsibilities 

 
 Respond to emails, online and telephone chats regarding websites, online orders, billing issues, store requests, 

social media customer requests and any general customer concerns. Redistribute other emails or calls to the 
people concerned internally and ensure they are answered in a timely manner;  

 Assist customers with online orders; 

 Provide information on products and services;  

 Handle customer complaints, questions and concerns related to their shopping experience online and in store;  

 Respond to customers on social media for all web related requests and coordinate with op erations for all store 
related queries. 

 Follow up on online orders; 

 Perform manual order processing, order entries and coordination with logistics and finance for shipping and billing.  

 Investigate with our transport partner for lost packages or shipping de lays; 

 Support customers with online exchanges and process returns;  

 Be aware of promotional offers and be always ready to answer customer questions;  

 Maintain good communication between store operations, the distribution center and the customer service 
department; 

 Carry out merchandise transfers to complete orders; 

 Perform all other tasks requested by the Manager.  

 
Requirements 

  
 From 3-5 years of experience in customer service; 

 Perfectly bilingual with impeccable English and French writing;  

 A diplomatic approach to sensitive situations; 

 Great resourcefulness; 

 A team spirit and collaboration; 

 Experience in retail; 

 Good understanding of electronic commerce operations; 

 Excellent knowledge of the Microsoft suite;  

 Ability to work under minimal supervision; 
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